
TO : 

SCHEDULE N O  

86 - 86 - 

DEPARTMENT OF ARCHIVES AND HISTORY -SCHEDULING 
AND 

C,nge - 

NOTIFICATION DATE 

January 10, 1989 

FOLLOWING DHR RECORDS COORDINATORS AND ALTERNATES 

RECORDS COORDINATOR I RECORDS ALTERNATE I DIVISION OR OFFICE 
~~ ~~~ ~~ ~ ~~~ ~ 

~~ 

Sandy Wagers 1 Hank Miles ; 'Personnel Administration 

~ 

ALL DHR DIVISION OFFICE RECORDS COORDINATORS AND ALTERNATES 
-K-7 - ." L n__s_L -- 

0 

0 SCHEDULE DELETION 

IGNORE ANY OTHER SCHEDULES THAT M A Y  BE SHOWN ON THE ABOVE ATTACHMENTS. 

[7 SEE ATTACHED COPY OF 'RECORDS MANAGEMENT SERVICES REQUEST" 

I. 

[7 SEE DELETION EXPLANATION BELOW: 

See attached memo from Jean Campbell dated January 5, 1989. 
- I 

(cut-off changed from FY to CY/pes2/13/88) _ _ ~ _ _ _ _ _ .  

for: Georgia Department of Archives and Eistory 
Form 5080 (7-88) 

- ,  . .  
. . . . .  . .  . . .  ., . .,. .~ . . . ,  . .  



GEORGIA DEPARTMENT OF ARCHIVES 
AND HISTORY - Government Services Division 

RECORDS RETENTION SCHEDULE APPLICATION REVIEW 

STAFF SUMMARY Application t890113-01 

DATE : March 23, 1989 

TO: Edward Weldon. Director 

8901 1301 

FROM : Peter E. Schinkel, Schedule Unit @@- 
RE: DeDt. of Human Resources, Personnel Administration, 

notification of a change to information in an 
approved schedule t86-86: 

"Applicnnt/employee criminal record check file." 

RECOMMENDED ACTION: Administrative approval by the Archives. 
~~~~~ ~ ~~ 

1 . 
, - ?his c h a n g e  to ail existing s c h e d u l e  d o e s  not warr;ant t h e ?  

*! ~at-tent.ion, o r  the decision, o f  -the~CState R e c o r d s  f 
- Comrnmittee. :., 

- The Agency decided it was more e.fficient for their 
operations to cut thls file off by calander year (CY) 
rather than (FY). 

- The retention period is not changed 

- The change requires a change to the cut-off information 
in the record copy of,schedule #86-86. 

- The DHR Form 5080 (7-'88) was developed to give trial 
implementation to the DRAFT "Guidelines for review of 
existing retention schedules," RGS, 2/10/88 (copy 
RG/RA staff and received no negative reviews. Minor 
changes suggested were made when the guidelines were 
revised on 2/10/88.- 

cc : Application Security File 
Agency File 
RG Reading File 
Robert Williams, RARC 
Gerald Poe, DHR. Records Management 

D R A F T RGS Form t89-4 



GEORGIA DEPARTMENT OF HUMAN RESOURCES 
DIVISION OF ADMINISTRATIVE SERVICES 

Office of Personnel Administration 
Director's Office 

Appl !I Description 

86-86 APPLICANT/EMPLOYEE CRIMINAL 
RECORDS CHECK FILE 

Documents relating to resear- 
ching and recording criminal 
history of applicants and em- 
ployees in classes of positions 
OK designated positions within 
classes with direct careltreat- 
mentlcustody responsibilities 
for DHR clients. These spec- 
ific job classes are listed in 
Par. II.A.2; PART XVII. F.14; 
CRIMINAL INVESTIGATIONS, EM- 
PLOYMENT VERIFICATIONS, BACK- 
GROUND INVESTIGATIONS: of the 
DHR Administrative Policy and 
Procedures Manual. 

Included are U.S. Printing 
Office Form FD-258 (R.12129182) 
which records imprints of fin- 
gers for identification and 
analysis by the Georgia Bureau 
of Investigation and the Fed- 
eral Bureau of Investigation. 
A computer printout from the 
Georgia Crime Information Cen- 
ter (GCIC) which lists the 
known criminal history of an 
individual. A memo from the 
Office of Personnel Adminis- 
tration to the DHR unit that 
requested the investigation, 
which briefly states the in- 
vestigation results and if 
the applicant/employee has 
committed any criminal off- 
ense(s) which may prohibit 
employment in that job 
classification. A memo from 
the appointing authority to 

Disposition 

Office of Personnel (Record 
Copy) Approved/Disapproved 
Applications 

Cut off file at the end of 
each calendar year, hold in 
current files area for one 
year, transfer to State 
Records Center, hold for 
three years, then destroy. 

Requesting Unit (Reference 
Copy) Approved Applications 

Place a copy of memo from 
Office of Personnel Admin- 
istration which recommends 
approval of hiring 
applicantlemployee in a 
separate unit file. Cut 
off at end of each calendar 
year, hold in current files 
area for four years, then 
destroy. 

Disapproved Applications 

Place a copy of memo from 
Office of Personnel 
Administration which 
recommends disapproval of 
hiring applicantlemployee 
in a separate closed unit 
file. Cut off at end of 
each calendar year, hold in 
current files area for four 
years, then destroy. 

APPROVED: 9/26/86 

HINOR CHANGE: 1/10/89 

11-F-6 



APPLICATION FOR RECORDS RETENTION SCHEDULE 
GEORGIA DEPARTMENT OF HUMAN RESOURCES 

DIVISION OF AWlNlSTRATlVE SERVICES 
RECORDS MANAGEMENT UNIT 

~ - ~- __ ~~ 

~~~~ ~ ~ ~. 
'. Records Series Description This file contains the following documents (include form numbers and rilles, i f i v l : ~  Attach lamplei df the file. . .  -. . . -  

Documents relstlnp to: Researching and recording c<ip.inal history of applicant's :And employees 

U . S .  Printing Office Form FD-258 (R.12/29/82) which records imprints of fingers 
for identification and analysis by the Georgia Bureau of Investigation and the 
Federal .~ Bureau of Investigation. (See Attachment #2.) 

A computer printout from' Georgia .Crime .Information. Center (GCIC) which - lists the 
known criminal history of an individual.' (See Attachment # 3 . )  

in classes of positions or' designated positions -(continued as attached) - .~ ~ . ~ .. Included are: .. 

a. 

b. 

c. A memo from the Office of Personnel Administration to the DHR unit that requested 
the investigation,which briefly states the inv4stigation results and if the 
applicant/employee has committed any criminal 'of€ense'(s) which may (continued) 

, 8  

The file 1% arranged: 

I. Monthly Reference Rate 

Quarterly by requesting unit, then chronologically by date of approval/ 
disapproval. z 

-A ---_I- --- .. . ~ ~. . -~- ~ ~ ~ ~~ ~~ 

How often are rebbrds referred to which are: 
One to six months old -4~-- . ; Seven to twelve montha old 4 ; Thirteen to twenty-four months old -1 . .... ~- ; 
1wenty.Iwe months and older __k 

I .  Annual Rate of Accumulation or Records 

Letlct4ze drawers ; Legal-size drawerr ~ ~ - I _  ; Shelves ; Other lSpecifV1 I__--_..__. _____ 

7 
--__ __ ____~ __ ~ . . ..~. ~ 

OF HUMAN RESOURCES 

Division of Administrative Services' 
7/16/86 Off ice of Personnel Administration ', 

&icetion Number 47 Trinity Ave., S.W. 
86-9 Atlanta, Georgia 30334 

I 
_._- 

(Over) Form 4998 (Rev. 7-84) 

ARCHIVES AND HISTORY -__ ~ ___ 
Application Number 

€36 -86 
Date Received Dete Completed 

JUL -1 6i;!9& F E P  2 6 1986 



I 
n If not, where is  it? . .  

X 
.-----_.-_.._____I- ____I--,- 

b. Does the serial contain confidential information requiring security handling? If yer, cite law or regulation. Rules of the GCIC 
Council, Section 140-2-.02 Data Security Requirements fo r  C r i m i n a l  (ContinuedJ 

_____.. 

~ . -  

_____I 

- -_.__._I_ __I .- 

~ 
._____..I ---__ X c. I s  this a vital racord? 

X 
X 

x 

d. Doer this series have historical or long term research value? 

e. When one or two documents in tha file make i t  necessary to keep tha entire file for I long period, wuld thew documenis 

f. I s  the information ___ mntained in 1~~ this series ever published? If~yes, atuch &pv. 
0. I s  the information wntained in this series ever analyzed andlor recorded in a summarized report? 

h. I s  there &duplication of this wries in your office. or in another of f im or a&&? 

- _I_. .~ ~ ~ 

be scheduled mperately7 . . __.~ ~ - .  
__I_ , , .  

If yes. attach mpv. 

If ves. where? 

__._~_".__ ..- __ - 
X 

. -. . __ ___- .. ~~ 

of it) ragularly microfilmed? 

computer printout? 
-~ -.-.-...-I ~ .~ \ .~ .. 

____ 
The following requires the serias to be kept: 

a. State Law 4 years. d. Audit period __--..-years. 
b. Statute of limitation . -- years. 8. Administrative need -_--years. 
c. Federal law ~~ years. f. Federal retention initructions - %-yeart. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 
. .  .~ LQCFh I box. 3 I 

Criminal records checks are required of applicants/em.ployees i n  specif ied job classes  
involving the safe ty  and w e l l  being of DHR c l i en t s .  

of the DHR  administrative -Policy' and -Procedures~ Manual, i s  a t  Attachment #?. ~ (Continued) 
This agency remmmendr that the file series be cut off at the end of each: 

A , c o p ~  of~PART XVII.F,14. 
CRIMINAL RECORDS INVESTIGATIONS, -~EYPLOYMENT VERIFICATIONS ,. BACKGROUND INVESTIGATIONS, 

-. - ~ - "_ -. . , . 
.. 

~ -. ~ ~ ~ ~ ~ 

12. Approved Disposition Instructions ' ' . .  .~ .! 
OCalendar Year; 0 Fiscal Year; mother '. ' __ ~ .- then, 

Re e s t i g  Unit (Referen& Copy) qu-- -_-~- 0 Hold in the curtent files area L nionth(s1 -' yearkl; then .~ 

0 Transfer to local holding area; hold 
Transfer to State Records Center: hold -_- yearkl; then 

U Destroy 
u Transfer to State Archives for permanent retention 

.--~r -)iear(s); then 

Place a copy of memo from Office of 
Personnel Administration which 
recommends _approval of h i r ing  rja Otticr lspecifv) 

I__ Office __I_________ of Personnel (Record x y )  applicant/&mployeein a separate 
Approved/Disapproved Applications un i t  f i l e .  Cut of f  a t  end of each 
Cu t  o f f  f i l e  a t  the end of each f i s c a l  yqar, f iscal  year, hold' i n ~ c u r r e n t  f i l e s  
hold i n  current f i l e s  area f o r  one y e a r , ,  ' .area for four years, then' destroy. 

three.' years,  then destroy. 
t ransfer  t o  .. - State Records . .  .. Center ,  .. .~ h o l d , f o r , ~ , %  . ' ~ ,  ' . ~  

~~ .~ - . . .DisaDDroved Applications - 
~ 

.~ - 
I . .  

Place a copy of memo from Office of 
.~ - ~~ ~. . Personnel Ad.ministrati .on (continued) 

D a t e  

STATE RECORDS COMMITTEE 

. . .~ 
,* .~ 

. .  . .  
r .  . . .  



Ap!JLACdLLUII L U L  KeCULUS K ~ L ~ I l L L O I I  DCIlt2UUle 

Continuation 
Page Two 

7. within classes with direct careltreatmentl custody responsibilities for 
DHR clients. 
as contained in PAR. II.A.2; PART XVII. F.14; CRIMINAL INVESTIGATIONS, 
EMPLOYMENT VERIFICATIONS, BACKGROUND INVESTIGATIONS: of the DHR Admini- 
strative Policy and Procedures Manual. 

c. grohibit employment in that job classification. (See Attachment # 4 )  

d. A memo from the appointing authority to an employee who has been 
hired pending results of the criminal records check. The memo 
terminates a working test employee predicated on the information 
received form GCIC on his arrests and convictions. 

Also included may be supporting information from other law enforcement 
agencies and related correspondence. 

These specific job classes are listed at Attachment #1 

*(See Attachment #5) 

e. 

10. b. Justice Information. (See Attachemtn #6) 

11. Rules of the GCIC Council require four year retentio (See Attachment #6,  
page 21) 9 

.'12. which recommends gsapprcy& of hiring applicant/employee in a separate, 
closed unit file. 
files area for four years, then destroy. 

Cut off at end of each fiscal year, hold in current 



Office of Personnel Administration 
Director's Office 

Apvl  # Description 

86-86 APPLICANT/EFIPLOYEE CRWINAL 
RECORDS CHECK FILE 

Documents relstinR to tesent- 
ching and recording criminal 
history of applicants nnd em- 
ployees in classes of posltfons 
or designated positions within 
classes with ditect cnreltreat- 
mentlcustody responnibilites 
for DllR clients. These spec- 
ific job classes are listed in 
PAR. ff.A.28 PART XVII. F.14: 
CRIMINAL INVESTIGATIONS Ell- 
PLOYEIENT VERIFICATIONS, BACK- 
ROUND INVESTIGATIONS: of the 
DHR Administrat*-*- Policy and 
Procedures Manual. 

. 
4 

Included ate U . S .  Printing 
Office Form FD-258 (R.12/29/82)  
which records imprints of fin- 
gers for indentificetion and 
analysis by the Georgia Bureau 
of Investigation snd the Fed- 
eral Bureau of Investigation. 
A computer printout from the 
Ceotgis Crime Information Cen- 
ter, (CCtC) which lists the 
knd,wn criminal history of an 
individual. A memo from the 
Office of Personnel Adminis- 
tration to tIe'D1IR unit that 
requested the investigation, 
which briefly states the In- 
vestigation results and if 
the applicant/employee has 
committed any criminal off- I 

ense(s) which mny prohibit . 
employment in that job 
classification. A memo from 
the appointing authority to 
an employee who has been 
hired pending results of the 
criminal records check. The'' 
memo terminates a working 
test employee predicsted on 
the information received 
from GCIC on his arrests and 
convictions. A l s o  included 
may be supporting information 
from other l aw enforcement 
agencies snd related corres- 
pondence. 
File is 'attnnged quattetly by 
requesting unit, then chrono- 
logically by date of approval/ 
disapproval. 

. *  

., .. - .. 

. .~ . . . .. 

. . .. 

... . 

Disposition 

Cut off flle nt the end o f  each 
firC(l1 year, hold in cctrrrnt files 

' aten for  one yenr. transfer to 
State Records Center. ho1d for 
three years, then dest coy. 

Place a copy of mwo from offid 
nf Personnel hdmlnistrntion which 
recommend* a y w ~ a l  of l i i r i n e  ap- 
plfcant/employee in n nrperetc 
unit file. Cwt  n f f  n t  end nf enrlr 

4 i s eP l  year. hold in crlrrent files 
area for four years, then destroy. 

- Disapproved hplications 

Place 8 copy O F  memo From Offfce 
of Personnel Adminintrat ivn wllich 
teconnnenrle cs-+pproval of hirfng 
npplicant/ employee in a scpernte 
closed unit file. Cut oFf at end 
of each f i senl  year. hold in cur- 
rent files nrea for four years, 
then destroy. 

APPROVED: 9/26/86 

11-F-6 

. . . . , . . . ,. , . . , . , I, 



GEORGIA DEPARTMENT OF HUMAN RESOURCES 
DIVISION OF ADMINISTRATIVE SERVICES 

Office of Personnel Administration 
Director's Office 

Appl # 

86-86 
(cont.) 

Des c r i p t ioz 

an employee who has been 
hired pending results of the, 
criminal records check. The 
memo terminates a working 
test employee predicated on 
the information received 
from GCIC on his arrests and 
convictions. Also included 
may be supporting information 
from other law enforcement 
agencies and related corres- 
pondence. 
File is arranged quarterly by 
requesting unit, then chrono- 
logically by date of approval/ 
disapproval. 

11-F-6 

Disposition 


